How to Download Grade Center

+* Itis a good idea to download the grades in your Grade Center and save them at the end of this
semester.

1. Open your course and go to the Full Grade Center.
Click the Work Offline dropdown menu and select Download.

Grade Center : Full Grade Center =

In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell for the dNgde. In the interactive mode of the
Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to navigate through the Grade Center and the Enter key to sSNgmit a grade. More Help
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3. Step 1 - Select the

/~-| Download Grades

d ata y0 U Wa nt tO Full or partial data can be downloaded from the Grade Center and saved to your computer or a Content Collection folder. Once downloaded, grades can be changed and added offline
and later uploaded to the Grade Center. In addition, you can edit comments accessed through the Quick Comment feature or the Manually Override tab on the Grade Details page.
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4. Step 2 - You should 2.
Choose either the tab delimited (XLS) or comma delimited ((CSV) delimiter type to open the file directly in Microsoft Excel. Select comma delimited for importing to third-party

Ieave the Delimiter applications that do not support Excel
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Selectwhere to save the file.
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5. Step 3 - Leave the Save Location set to My Computer.

Department of Educational Technology 1



Dapt, af Eductianal Tachnalagy

How to Download Grade Center

6. Step 4 - Click Submit.

Click Submit to proceed. Click Cancel to quit.

7. Click the Download button and then click the Open button to open the file in Excel.

Download Grades

NThe data has been saved to a file. To download the file and work off line click Download to Open the file.

DOWNLOAD

Download Grades

File Download ==

Do you want to open or save this file?

The data has been savedto afile. To

DOWNLOAD
— & j Name: ..._TRCC_2012_Fall3_fullge_2013-05-21-11-41 41 xls
iHL

Type: Microsoft Excel 97-2003 Worksheet
From: learn-cc.ct.edu
\ = Cancel

0 % While files from the Intemet can be useful, some files can potentially
hamn your computer. I you do not trust the source, do not open or
save this file. What's the risk?

8. Make sure to RENAME and SAVE your file to your computer.

9. You may want to go in and edit the Excel file to show all of the titles and delete any unnecessary
information.
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